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Stakeholder Enterprise Portal Training 
Agenda 

• Introduction & Overview 
 

• Unauthenticated Chat with a 
Representative 
 

• Registration 
 
 

• 526EZ: Disability Benefit 
Application 
 
 

• Points of Contact  
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Stakeholder Enterprise Portal Training 
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• Secure web-based (Internet) portal 

 

• URL: www.sep.va.gov  

 

• Electronic way of doing business with 
the VA 

 

• Users are external business partners 
who support Veterans 

• Veterans Service Organizations 

 

http://www.sep.va.gov/
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Current Features Available:  
 

– Prepare and SUBMIT the integrated VA form 21-526EZ via SEP 

– Unauthenticated Chat with a Representative 

– Notify Veteran of 21-22 Accept and Decline decision 

– Master Veteran Index (MVI) integration 

– Manage VA form 21-22, Request for Representation (Power of Attorney) 

– Submit the VA forms 686c and 674 

– SEP Representative Work Queue 

– View claim status and payment history 

– Upload supporting evidence  
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Stakeholder Enterprise Portal Overview 
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Features Coming Fall/Winter 2014:  

– Enhance the SEP Registration Process 

– Notification of Rules Based Processing System Manually Processing a 
VA Form 686c Application 

– Notification of Disability Application Expiration 

– Authenticated Chat with a Representative 

– Increase in size of documents that can be uploaded 
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These tools offer self service 
assistance with SEP 24/7. 

 

Easy access from the SEP 
home page without having to 
register or log in. 

User Guides 

• Easy take with you 
guides in .pdf format 

Knowledge Management Tool 
(KnowVA) 

• Updated in real time 
with new features 
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Help the VA meet the 125 days/ 98% Goal!!  

 
 

– Become knowledgeable in how the VA is transforming 

– Transition from paper to electronic Faster Faster Faster! 

– Continue submitting more Fully Develop Claims (FDC)…. ONLINE 

– Embrace the culture change the VA is rapidly going through 

 

Let’s give the Veterans the Benefits they Deserve!! 
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SEP  
Unauthenticated Chat with an Agent 

How to Chat With a  
National Call Center Agent 

On SEP 
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SEP  
Unauthenticated Chat with an Agent 

1. When an SEP user is on the SEP home page, the user will be able to initiate 
a chat session with a National Call Center agent to receive assistance. 
 

2. To access Chat, click on “Live Chat for Registration and Log In Difficulties.” 
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SEP  
Unauthenticated Chat with an Agent 

3. A separate chat box will appear. 
4. Enter your name and question in the fields. Then, click ‘Start Chat’. 
5. A Chat Agent will receive the message and initiate contact.  

 

NOTE: Personal 
Identifying 
Information (PII) such 
as a social security 
number or date of 
birth cannot be 
entered into the chat 
window by the user 
or by the SEP chat 
agent.  
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SEP  
Unauthenticated Chat with an Agent 

6. When finished with the 
chat session, click the 
large ‘X’ at the top of the 
chat window. 

7. Click OK to end the 
session.  
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SEP  
Unauthenticated Chat with an Agent 

8. As a final step, the user will then be asked to complete a survey and click Send. 

Before exiting  
the chat 

window, a 
transcript of 
the chat can 

also be saved 
or printed. 
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SEP  
Registering with a PIV card 

How to Register for SEP  
Using your  

Personal Identity Verification (PIV) Card 
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SEP  
Registering with a PIV card 

Your name in the database must match your PIV badge exactly (includes middle initial or name). 
 
If your name is different on your PIV badge than in the OGC Accreditation Database, please send 
an email with the corrected information to OGCDATA.VBAVACO@va.gov. Updates take 24 hours to be 

reflected in the database.   

Before registering for SEP 
with your PIV: 
 
Please review your name 
in the Office of General 
Counsel’s (OGC) 
Accreditation Database 
http://www.va.gov/ogc/ 
apps/accreditation/.   
 

mailto:OGCDATA.VBAVACO@va.gov
http://www.va.gov/ogc/apps/accreditation/
http://www.va.gov/ogc/apps/accreditation/
http://www.va.gov/ogc/apps/accreditation/
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Registering with a PIV card 

1. Insert your PIV card into 
card reader 

2. Launch ActivClient console by selecting Start Menu  ActivIdentity  
ActivClient  User Console 

Ensure that your PIV card works 
prior to starting these steps.  
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3. Select “Tools”  “Advanced”  “Make Certificates Available 
To Windows” 

 

 

 

 

 

 

 

4. Close ActivClient 

 

 

Don’t have ActivClient?  
The VA provides a Software Download at: 
https://rescue.vpn.va.gov.   
Scroll down to the section labeled “SMC PIV 
Users” and follow the instructions. 

https://rescue.vpn.va.gov/
https://rescue.vpn.va.gov/
https://rescue.vpn.va.gov/
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5. Launch your Internet browser and navigate to: 
https://www.sep.va.gov  

6. Select the  
Login to SEP  
button 

 

17 

SEP  
Registering with a PIV card 

https://www.sep.va.gov/
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SEP  
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7. Select “Register your PIV card” 
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SEP  
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8. Select a certificate with:  
– Valid certificate date 

– PIV Authentication Key 
tip when hovering  
over your name 

 

 

 

 

9.  Select the OK button 

 

You might have multiple certificates.  
Select the current certificate; in some cases 

this will be the second one on the list.  
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SEP  
Registering with a PIV card 
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10. Enter your PIV PIN 

 

 

 

 

 

 

 

 

 

11. Select the OK button 
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SEP  
Registering with a PIV card 
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12. Select “Register Smart Card” on the right-hand side of the 
screen. 

13. Your name will appear on the left-hand side of the page with 
a  
successful  
message 

14. Close the  
browser 

John Doe 
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SEP 
Registering with Norton Symantec Credentials 

How to Register for SEP  
Using Norton Symantec Level 3 Credentials 
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SEP 
Registering with Norton Symantec Credentials 
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1. Launch your Internet browser and navigate to: 
https://www.sep.va.gov  

2. Select the  
Login to SEP  
button 

 

You may use Internet 
Explorer, Google 
Chrome, Firefox, or 
Safari.  

https://www.sep.va.gov/
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Click             to leave SEP and display the Sign in to Norton Account 
page. 
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SEP 
Registering with Norton Symantec Credentials 
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Click                          to display the Norton Signup Account page. 

Continue with the Norton Symantec Registration Process. 
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SEP 
Registering with Norton Symantec Credentials 

Enter your First and Last Name, as well as a valid email address and a password that 
you will remember.  You will use this email and password to login to SEP in the future. 
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SEP 
Registering with Norton Symantec Credentials 

• Click                     to display the Subscriber Agreement. 

 

• Check                                                  after you have read and 
agreed to the Subscriber Agreement. 

 

• Click           to submit your information and to go to the 
Account Creation Successful page. 
– Note: Norton sends a confirmation email message to the email 

address entered above. 

– Note: Do Not Close the browser window.  Open another browser 
window or tab when checking for the confirmation email.   
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SEP 
Registering with Norton Symantec Credentials 

• Open another browser session and go to your email account to open the confirmation email 
from NortonAccount@Symantec. 

– Note:  If you did not receive a confirmation email, switch browser sessions and click                                

                               to resend the confirmation email. 

• Open the confirmation email once it is received. 
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SEP 
Registering with Norton Symantec Credentials 

• Click                         to confirm receipt of the Norton email. 

• Switch browser sessions and return to the Email Address Verification page. 
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SEP 
Registering with Norton Symantec Credentials 

Click                   to go to the Please sign in page. 

 

You have now completed the 
“Account Creation” portion of the 

process and will proceed to 
“Identity Confirmation.”  
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SEP 
Registering with Norton Symantec Credentials 

    Click              to go to the Identity Confirmation page. 

 

Enter the email address and 
password you used during the 
“Account Creation” process. 
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SEP 
Registering with Norton Symantec Credentials 

Click                  to go to the next Identity Confirmation page. 

You MUST enter a personal credit card, 
not a corporate or debit card, and the 

billing address must match the address 
you will enter in the next previous 

screen. 
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SEP 
Registering with Norton Symantec Credentials 

Enter your personal information 
as indicated by the fields.  Make 
sure that the you use the billing 

address associated with your 
personal credit card. 

Click                to go to the next Identity Confirmation page. 
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SEP 
Registering with Norton Symantec Credentials 

Enter your DOB, SSN and credit 
card number as indicated by the 
fields.  Make sure that the you 

use a PERSONAL credit card, not 
corporate or debit card. 

Click                 to go to the next Identity Confirmation page. 
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SEP 
Registering with Norton Symantec Credentials 

Click                 to go to the Identity Confirmation Transaction Code page. 

 

 

You will be asked three personal 
questions based on your Experian 

credit report to verify your identity.  If 
you answer one question incorrectly, 

you will be given a fourth question 
after clicking “Continue.”  

You will be locked out for 
12 hours after 5 attempts 
with incorrect answers.  



VETERANS BENEFITS ADMINISTRATION  36 

SEP 
Registering with Norton Symantec Credentials 

Congratulations! You have successfully verified your identity and will receive a 
transaction code via US Mail within 5-7 days that you must enter to complete the 
process.  
 

Click                        to exit this transaction. 
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SEP 
Registering with Norton Symantec Credentials 

Upon completion of the Identity Confirmation process, you will receive an email 
from NortonAccount@Symantec.com.   
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SEP 
Registering with Norton Symantec Credentials 

You will also be sent a 
transaction code via 
US Mail.  This letter 
will arrive within 5-7 
days.  You will need to 
enter this code in the 
Mail Code Verification 
screen as indicated in 
the following slides. 
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SEP 
Registering with Norton Symantec Credentials 

When you receive the letter from Norton, access your email account and open the 
email from NortonAccount@Symantec. 

 

 

 

 

 

 

 

 

 

 

 

 

Click                              to go to the Please sign in page. 
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SEP 
Registering with Norton Symantec Credentials 

• Enter the email address and password you used when creating your Norton 

account 

 
• Click                to go to the Physical Mail Code Verification page. 
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SEP 
Registering with Norton Symantec Credentials 

• Enter the code found on the mailed letter (ex. 4261287) 

 

• Click                     to go to the Physical Mail Code Verification page. 
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SEP 
Registering with Norton Symantec Credentials 

Congratulations! You have successfully enabled your Norton Symantec 
credential to be used on the SEP website.   
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SEP  
526EZ:Disability Benefit Application Process 

How to manage the 526EZ,  
Disability Benefits Application, in SEP  
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SEP  
526EZ:Disability Benefit Application Process 

526 EZ: Disability Benefits Application 

Select Compensation Benefits from the Online Application                                                       

Dashboard                                                                        

screen 

 

 

 

 

 

 

 

These forms are similar for Veterans 
and VSOs. VSOs will see extra 
screens that allow them to submit 
on behalf of a Veteran. 

Completing the forms electronically preserves the informal date of 
claim for 365 days, allowing the VSO and Veteran to collect all 
necessary evidence to submit with the claim. 
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SEP  
526EZ:Disability Benefit Application Process 

1. The application will 
begin with a 
Privacy Act 
Statement. Review 
the statement, 
check that the 
statement has 
been read and click 
“Save and 
Continue”. 
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SEP  
526EZ:Disability Benefit Application Process 

2. The Apply for 
Compensation Benefits 
screen then displays the 
progress of steps across 
the top of the screen 

3. Verify the Veteran’s pre-
populated information in 
the “Personal                                                      
Information” area. 

4. Click “Save and Continue” 

  

All forms auto-

populate with 

data that is 

already known 

about the 

Veteran 
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SEP  
526EZ:Disability Benefit Application Process 

5. Before continuing with 

the rest of the 

application, read 

through the information 

on claim submission. 

Check the box next to 

“I Understand These 

Terms and Conditions” 

to agree and then click 

“Save and Continue”. 
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SEP  
526EZ:Disability Benefit Application Process 

6. The next section will 
give you guidelines 
on what you need to 
have as you move 
forward in the 526.  
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SEP  
526EZ:Disability Benefit Application Process 

7. Review the Fully Developed Claim (FDC) Program information 

Fully developed claims can 

be submitted electronically. 

Fully Developed Claims are 

important because they expedite the 

claims development process and 

allow claims to be rated more quickly. 
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SEP  
526EZ:Disability Benefit Application Process 

8. The Electronic Claims 
Submission System will now 
allow the Veteran’s 
assigned POA the ability to 
process and submit a 526EZ 
on behalf of that Veteran. 

9. At the end of the “Applicant 
Information” section, the 
Veteran can check the box 
under “Claimant Mark” 
once the Veteran has read 
or listened to the 
information above the 
check box.   
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SEP  
526EZ:Disability Benefit Application Process 

10. Then the VSO can 
confirm that they have 
worked with the Veteran 
as instructed and 
witnessed the Claimant 
Mark by checking the box 
beneath “Witness Mark” 

11. The VSO must then click 
Save and Continue to 
move forward with the 
Application. 
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SEP  
526EZ:Disability Benefit Application Process 

12. The other alternative is 
to obtain a wet 
signature from the 
Veteran on VA Form 
21-526EZ Signature 
Page and submit that 
page as an uploaded 
document with the 
claim. 

13. The VSO must then 
click Save and 
Continue to move 
forward with the 
Application. 
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SEP  
526EZ:Disability Benefit Application Process 

14. Review the 
Service History 
section.  Click 
Add a Period 
of Service to 
enter any 
missing 
information. 



VETERANS BENEFITS ADMINISTRATION  54 

SEP  
526EZ:Disability Benefit Application Process 

15. Provide any additional information regarding Service Separation 
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SEP  
526EZ:Disability Benefit Application Process 

16. Provide any information related to Military Pay 
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SEP  
526EZ:Disability Benefit Application Process 

17. Review disability 
records information 
and select Claim a 
New Disability if 
needed. 
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SEP  
526EZ:Disability Benefit Application Process 

18. Enter relevant                                                                       
disability information 



VETERANS BENEFITS ADMINISTRATION  58 

SEP  
526EZ:Disability Benefit Application Process 

19. Review updated disability information 
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SEP  
526EZ:Disability Benefit Application Process 

20. The Post Traumatic Stress 
Disorder Statement is 
now part of the 526EZ.  

 
21. To claim PTSD, follow the 

instructions on this page 
and click “Save and 
Continue.” 

 
22. Continue through the 

interview as instructed. 
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SEP  
526EZ:Disability Benefit Application Process 

23. The Individual 
Unemployability 
Statement is also now 
part of the 526EZ.  

 
24. To claim IU, follow the 

instructions on this page 
and click “Save and 
Continue.” 

 
25. Continue through the 

interview as instructed. 
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SEP  
526EZ:Disability Benefit Application Process 

26. Next is the 
Treatment 
Records section 

27. Select the 
appropriate 
response 

28. Select the  
Save & Continue  
button 
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SEP  
526EZ:Disability Benefit Application Process 

29.Next is the Special 

Circumstances 

section 

30.Select the check 

box(es) next to the  

special benefit(s) 

that you wish to 

include with the 

Veteran’s 

application 
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SEP  
526EZ:Disability Benefit Application Process 

31.Once selections are 

made, informative 

material is provided 

 

32.Select Yes or No  

radio buttons to proceed  

 

33.Select Save & Continue  

button 
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SEP  
526EZ:Disability Benefit Application Process 

34.Select the link to 

download a VA 

form below each 

of the form titles  
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SEP  
526EZ:Disability Benefit Application Process 

35.The system will present 

the Upload Documents 

screen 

 
36.Select Add or 

Remove Files to 

upload supporting 

documents and attach 

them to the 

application 
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SEP  
526EZ:Disability Benefit Application Process 

37. The system pre-fills the VA Form with the data entered as 
you progress through the application. 

38. Submitted forms can be viewed by returning to the Online 
Application Dashboard within SEP.  
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SEP  
526EZ:Disability Benefit Application Process 

Final Review and Submission 

1. Continue to the Final Review and Submission step 

2. The system will now review the current information in the 
application and display any errors or warnings 
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SEP  
526EZ:Disability Benefit Application Process 

3. On the next Final Review Page, check  
all of the information entered 

throughout the Disability 
Compensation Benefits Application  

to ensure that it  

is correct.   
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SEP  
526EZ:Disability Benefit Application Process 

 

 

 

 

VSO Representative Electronic Claim Submission Process roles:  

• Representatives with authority to submit claims on behalf of the Veteran 

• Representatives without authority to submit claims on behalf of the Veteran   

 

The Final Review and Submission 
section differs between Veterans 
and VSOs, and between VSO roles. 
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SEP  
526EZ:Disability Benefit Application Process 

“Representative Without Authority” Role: 

1. Review the Send Application for Veterans Service 
Organization (VSO) Review screen for accuracy 

2. Select Continue                                                                        
button 

These representatives are 

defaulted to require review 

from the Veteran Service 

Organization.  
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SEP  
526EZ:Disability Benefit Application Process 

3. Preview of message 

to the Veteran is 

displayed 

4. Review message 

5. Select the Send for 

Review button 
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SEP  
526EZ:Disability Benefit Application Process 

“Representative With Authority” Role: 

The Next Steps screen presents a few options: 
– Send for Veteran Review  

– Return for Additional VSO Review and Action 

– Submit on behalf of a Veteran 

1. Select the radio                                                                      
button for the                                                                               
desired option 

2. Select the Save &  
Continue button 
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SEP  
526EZ:Disability Benefit Application Process 

Option 1: Send Application for Veteran Review 

1. Review information in the Send Application for Veteran 
Review screen for accuracy 

2. Select Continue 
button 

3. Veterans will receive  
notification in their  
eBenefits Message  
Center 
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SEP  
526EZ:Disability Benefit Application Process 

4. Preview the message to the Veteran  

5. Select the Send for Review button  
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SEP  
526EZ:Disability Benefit Application Process 

Option 2: Return for Additional VSO Review and Action  

1. Enter comments in the Review Comments field of the 

Review Comments screen  

2. Select the Save & Continue button 
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SEP  
526EZ:Disability Benefit Application Process 

3. Review the information in the Return for Additional VSO 

Review and Action screen 

4. Select Continue 
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SEP  
526EZ:Disability Benefit Application Process 

5. Preview of the message that will be sent to the Veteran  

6. Select the ‘Send for Review’ button to send the  

message to the  

Veteran for review  

and submission 

7. Veterans will                                                            

receive notification                                                          

via their eBenefits                                                       

Message Center. 
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SEP  
526EZ:Disability Benefit Application Process 

Option 3: Submit Application on Behalf of the Veteran 

1. Ensure the Veteran’s email and eBenefits account status is 
correct. 

2. Select the Save & Continue button to move to the next 
screen. 
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SEP  
526EZ:Disability Benefit Application Process 

3. Select the radio button to indicate whether or not you have 
enclosed all the necessary evidence. 

4. Select the Save & Continue button to move to the next 
screen. 
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SEP  
526EZ:Disability Benefit Application Process 

 

5. Congratulations! 

 

Submitting the 
application on behalf of 
the veteran was 
successful. You can now 
return  to the Online 
Application Dashboard. 
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SEP  
526EZ:Disability Benefit Application Process 

• The Electronic Claims Submission Process dashboard may 
reflect the status of open applications as depicted                                                                                                                                                                                               
below  

Check the status of 
an open 

application here 
any time! 
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Veterans Relationship Management (VRM) 

Program Management Office (PMO) 

Digits-to-Digits (D2D)  

Overview for the 

Veteran Services Organizations (VSO)  
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How D2D Works 
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Submit Form 

Submit  Attachments 

Confirm Submission 

D2D Services 

Receipt 

Validation  

Orchestration 

V
A

 ELEC
TR

O
N

IC
 G

A
TEW

A
Y 

VSO 

VSO Claims Management 

System (CMS) 

Regional  
Office 

VA FORM 
21-526EZ 

VETERANS 
EFOLDER 
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Release 1 Scope of D2D 
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Allows Submission of Claims for 
Veterans in Corporate System 

Allows Submission of Supporting 
Documents for FDC in Portable 

Document Format  (PDF) 

Support  PDF of other VA Forms 

Notifications Delivered to 
Veterans when VA Receives FDC 

and Supporting Documents 

 
Accept Fully Developed Claim (FDC) D2D Services 

Receipt 

Validation  

Orchestration 

VA FORM 
21-526EZ 

Computable Data will Include  
Compensation Claim 

• Note:  D2D is scheduled to go-live NLT 4th Quarter of FY 2014 
o D2D in this first release will be able to process digitally the 526EZ form – all other 

forms/evidence can be accepted as attachments 
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D2D Pilot Participants 

 

 
 

VSO Supporting Software Vendor VSO Claims System Hosted By: 

AMVETS BeneVets BeneVets 

(State of) Virginia BeneVets BeneVets 

(State of) Georgia VetraSpec VetraSpec 

(State of) Tennessee VetraSpec VetraSpec 

VFW VetraSpec VetraSpec 

(State of) Kansas Iron Data Kansas 

(State of) Kentucky ER Partners Kentucky 

(State of) Illinois N/A – utilize in-house solution Illinois 

(State of) California Panoramic Software Panoramic Software 

• Question:  When do we believe we can begin the “onboarding process” for non-pilot 
VSOs/Vendors? 
o Potentially, may be able to initiate the process as soon as September 2014 
o Level of difficulty associated with the onboarding process varies with each VSO and the 

technical support that is available to them 
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Overall Status of the D2D Project 

 

• Pilot User Acceptance Testing, UAT Schedule  

• Silver Environment is in progress. 

• Pre production testing is scheduled to begin September 19th 

• Production is scheduled to begin September 26th  

• Live Pilot  

• Start date is based on the success of pre-production testing (Oct) 

• Will last approximately 90 days 

• Will only include pre-selected VSOs to submit applications 

• Go-Live (Draft plan) 

• Tentatively scheduled for January  

• New participants will on board in increments due to limited resources and schedule 

• 3-5 new vendors will occur in the first wave and will last approximately 2-3 weeks for testing.  

• New participants should start preparing now to be prepared 

• The VSO must have a Memorandum Of Understanding (MOU) signed and the vendor must have a Data 
Transfer Agreement (DTA) 

• Release 2 features 

• Requirements expected to be finalized next week 

• Tentative release in January 

• IMS due next week from the IT team 
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For More Information 

Please visit the D2D public facing website for Frequently Asked Questions    

                                 (FAQs) and for more information : 

 

http://www.innovation.va.gov/program-d2d.html 

 

 

Your Primary Points of Contact (POCs): 

 

D2D Business Lead 

Chris Hluchyj (Christopher.Hluchyj@va.gov) 

 

D2D Project Support 

Sam Patrick (samuel.patrick@va.gov) 

Kyle Whitley (kyle.whitley@va.gov)  

Jude Michel (mariejude.michel@va.gov) 
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National Service Desk 855-673-4357 ITSC@va.gov

eBenefits Technical Support 800-983-0937  

eBenefits General Questions and Remote Proofing 800-827-1000  

DSC Help Desk 800-477-8227  

DSO Help Desk 800-538-9552  

Office of General Counsel (POA Codes)  ogcaccreditationmailbox@va.gov

Benefits Assistance Services Data Mismatch Help 800-827-1000 Option 7 ogcdata.VBAVACO@va.gov

PIV Help Desk 855-673-4357, Opt 6, Opt 2 pivhelprequests@va.gov

VSO Dedicated Support Line 855-225-0709  

EVSS Helpdesk  EVSSHelpdesk@va.gov

SEP Inbox  vrmsep.vbaco@va.gov

Norton Access Help Desk 855-632-8200 VHAISWIAMHELPDESK@va.gov 


